DOCUMENT RESUME

ED 342 369 IR 015 401

TITLE The Records Advisory Board in Local Government.

INSTITUTION New York State Education Dept., Albany. State
Archives and Records Administration.

PUB DATE 91

NOTE 10p.; For additional documents in this series, see IR
015 399 and IR 015 402.

PUB TYPE Guides - General (050) -- Reports - Descriptive (141)

EDRS PRICE MFO1/PC0Ol1 Plus Postage.

DESCRIPTORS Access to Information; sAdvisory Committees;

Government Publications; Guidelines; =Information
Management; Information Storadge; =lLocal Government;
Policy Formation; sRecords Management

ABSTRACT

This information leaflet provides local governments
with guidelines and suggestions for appointing a Records Advisory
Board to assist in establishing and supporting a records management
program. Such a program is an over-~arching, continuing,
administrative effort which manages recorded information from initial
creation to f£inal disposition. It includes systematically disposing
of obsolete records; setting up filing and indexXing systems; using
modern computer technology in information creation, manipulation, and
storage; storing inactive records securely and cost efficiently;
microfilming selected paper records for security, ease of access,
space consideration, and preservation of important information;
overseeing the creation and use of forms, correspondence, and other
records; and identifying, appraising, and preserving records of
archival value. The advantages, benefits, and respcnsibilities of the
Records Advisory Board are described, and suggestions provided for
the composition of the Board. The State Archives and Records
Administration contact address and telephone number for further
information are listed. (DB)

AERERRRBREERAREEARERRARARRAABRRREARRAARARARRAARNAARAARAARAARAARAAAAAAARNAAARAARSARAR ¢

x Reproductions supplied by EDRS are the best that can be made
® from the original document.

L]
=

ARRARBARNBRARRARARNTARRARAARNAXIAAARRAARARARAAAANSNRARRARARAREARRAARAAARNARARNRAARNSAARS



State Archives and Records Admlmstratlon

s n RA Local Government Records Bureau

U 8. DEPARTMENT OF EDUCATION
Othce of Educationsi Research ang Improvement

EDUCATIONAL RESOURCES INFORMATION
CENTER (ERIC)

C This document nas been reprooliced as
recoived ltom the person ot organization
onginating ¢

{* Minot changes have been made 10 /mptove
1eproduction quanly

® Points of view of Opinions stated n this docu
ment do not necessanly represent otficial
OERI posihion or pohiCy

¥

“PERMISSION TO REPRODUCE THIS
MATERIAL HAS BEEN GRANTED BY

Robert M. Trombly

TO THE EDUCATIONAL RESOURCES
INFORMATION CENTER (ERIC).”

&

"> Y BEST COPY mamst




BASIC RECORDS MANAGEMENT

FOR L()(&A4\ﬁﬂ()\'Fli$§\llﬁﬁl

The Records Advisory Board
In Local Government

state Archives &
Records Administration

1991

]
L4




THE UNIVERSITY OF THE STATE OF NEW YORK

Regents of The University
MaARTIN C. BAReLL, Chancellor. BA, LA, LLB. i, Muttontown
R. CARLOS CARBALLADA, Vice Chancellor, BS. .o Rochester
WILLARD A. GEXNRICH, LLB. oooitrrreesmemr st irne e enesesrenraias Buffalo
EMLYN L GRIFFITH, ABL LD ot css s Rome
JORGE L. BATISTA, BLA., LDt Bronx
LAURA BRADLEY CHODOS, B.A, MLA............ et b b Vischer Ferry
Louise . MATTEONG B.AL MALPRD. e Bayside
J. EDWARD MEYER, B.A, LL.B. oo Chappaqua
FLOYDS. LINTON, A B, MA L MPA. ... «... Miller Place
MiMI LEVIN LIEBER, B.AL, MLA. sttt Manhattan
SHIRLEY C. BROWN, B.A., MA, PhD. s Albany
NORMA GLUCK, B.A., MS.W. st eas Manhattan
ADELAIDE L. SANFORD, B.A, MAALP.D. . Hollis
WALTER COOPER, B.A., PR.D..oer st nenccessecrn e ea s ess Rochester
CARL T. HAYDEN, A B, LD, ettt s Elmira
DiANE O'NEILL McGIVERN, BS.N., MA, PHD. v Staten Island

President of The University and Commissioner of Education
THOMAS SOBOL

Executive Deputy Commissioner of Education
THoMAs E. SHELDON

Deputy Commissioner for Cultural Education
CaroLe F. HuxLEY

Assistant Commissioner for Archives and Records Administration
LARRY J. HACKMAN

Director, External Programs Division
BRUCE W. DEARSTYNE

Chief, Local Government Records Bureau
ROBERT W. ArRNOLD 111

The State Education Department does not discriminate on the basis of age,
color, religion, creed, disability, marital status, veteran siatus, national origin,
tace, gender or sexual orientation in the educational programs and activities
which it operates. Portions of this publication can be made available §n a vari-
ety of formats, including braille, large print or audio tape, upon request.
Inquiries concerning this policy of equal oppertunity and affirmativé action
should be referred to the Department's Affirmative Action Officer, NYS Edu-
cation Department, 89 Washington Avenue, Albany, NY 1224,

4



Introduction

This information leaflet provides local governments with
guidelines and suggestions for appointing a Records
Advisory Board to assist in establishing and supporting a
records management program. A records management
program is an over-arching, continuing, administrative
effort which manages recorded information from initial
creation to final disposition. It includes systematically dis-
posing of obsolete records; setting up filing and indexing
systems; using modern computer technology in informa-
tion creation, manipulation, and storage; storing inactive
records securely and cost efficiently; microfilming selected
paper records for security, ease of access, space considera-
tion, and preservation of important information; oversee-
ing the creation and use of forms, correspondence, and
other records; and identifying, appraising, and preserving
records of archival value.

Advantages of a Records
Management Program

Records document policies, decisions, and alternatives,
and provide continuity with past operations. They illus-
trate the evolution of government and its services, such as
law enforcement, health care, and public works. Records
reflect the interaction between government and individu-
als, document governmental activities, and protect the
rights of citizens. Good record keeping ensures open gov-
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emment, which promotes more confidence in public offi-
cials and greater accountability in the use of public funds.

Programs to manage records provide several advantages
for local government. They save government resources
and, in turn, taxpayers’ money. They ensure that files and
records are systematically arranged in such a way that
minimal staff time is spent in costly searches for valuable
information. They assist with the identification, retention,
and availability of permanently valuable records.

An exemplary records management program is one that is
anchored in enabling legislation. Such legislation estab-
lishes the government'’s lasting commitment to an ongo-
ing systematic records program, and provides a firm legal
basis by which the records program may operate.

Composition of the Board

A records management program can and should be an
important part of local government. To organize and
operate such a program efficiently, support of a Records
Advisory Board is recommended. The Advisory Board
should comprise the local govenment’s counsel, the fiscal
officer, and an administrative officer, preferably the chief
executive official or designee. In county and municipal
governments, the local historian should also be added to
the Board. These individuals bring knowledge, authority,
and expertise to the Board and are able to advise the
Records Management Officer on the legal, fiscal, adminis-
trative, or historical value of records. Board members
should be appointed by the governing body of the local
government. This can be accomplished by legislation or
merely recorded as appointments in the minutes of the
meeting in which the action occurred.

Benefits of a Records Advisory
Board

A Records Advisory Board serves essentially as an advi-
sory committee to the Records Management Officer, but
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provides a number of additional benefits to the records
program and the local government itself.

3 The appointment of a Records Advisory Board
shows local government officials and citizens that
the government is committed to the efficient and
cost-effective management of records.

2 If Board members represent the primary offices
within a local government, they will be able to con-
vey what they learn as members of the Board to
their respective program staffs. The Board members
are in positions of sufficient authority to ensure
compliance with records management and archival
practices throughout all departments of local gov-
ernment.

2 The Board can fulfill an advocacy role by promoting
the benefits of a records program to those officials
who are in a position to allocate needed resources.

Responsibilitiés of the Records
Advisory Board

Work of the Records Adhisory Board should include, but
not be limited to, the following responsibilities:

J Provide Advice, Guidance, and Support to the
Records Program. Support and guidance from the
Records Adviscry Board is not only crucial during
the implementation phase of the records manage-
ment program, but must be an ongoing process. The
Board can assist the Records Management Officer in
developing and implementing policies and proce-
dures, defining program goals and objectives, draft-
ing position descriptions, and hiring staff. The Board
should have input into major decisions involving
the program, such as the construction of a records
center or the implementation of a microfilm or
automation program. The Board should review the

performance of the program regularly and propose
modifications and improvements.

2 Work with Local Government Officials and Their
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Professional Associations. The Records Advisory
Board should promote understanding of program
goals and the value of good records management
and archival practices within government.

- Promote Public Awareness. The Board should
develop ways of attracting public interest for local
records issues. [t should promote public use of
records, and develop support for the records pro-
gram. The Board needs to be familiar wiih public
information and public relations tools and be able to
suggest to the proper local officials wavs of reaching
and informing the public and government officials
of the important uses of historical records and the
cost effectiveness of the records program.

J Advise the Records Management Officer. Due to
the diversity and rapidly changing functions of local
government, the Records Management Officer may
find that certain record series may not be listed on
records retention and disposition schedules issued
by SARA. The Board should review all appropriate
Archives’ schedules and advise the Records Man-
agement Officer on the development of any new
records retention periods. It may also provide
advice on particular records management problems
or issues.

J Provide Advice on Archival Records. Certain
records warrant permanent retention because of
their long-term legal, fiscal, administrative or
research value. Board members need to have an
understanding of that long-term value, and should
provide assistance in the appraisal process.

< Review All Requests for the Disposition of
Records. With its diverse makeup and expertise in
varied areas of government, the Board should be
well qualified to review periodically requests for the
disposition of records that have passed their reten-
tion periods. A local government historian can have
important input at this point in ensuring that
records with possible historical value are retained.
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More Information

The State Archives and Records Administration has addi-
tional leaflets on topics such as writing an ordinance to
establish a records management program and the role of a
Records Management Officer in the records management

program.

The Local Government Records Bureau is charged with
providing advisory services to all local governments in
the State with the exception of New York City. Services
include publications, articles, presentations, records reten-
tion and disposition schedules, as well as advice about
microfilming, storage facilities, and automation. For fur-
ther information, please contact:

Local Government Records Bureau (SARA)

Room 10A63, CEC
Albany, NY 12230
(518) 474-6926
«K¥-5158
CAD e ON
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Seste Archives &
Reserde Administration

.New York State Archives and Records Administration

Local Government Records Bureau
. The State Education Department
ERIC Cultural Education Center ¢ Albany, New York 12230
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